How to Add a New User to an Existir@@rganization

1) After signing in to CERS — use the Selectbutton to select your Organization (business).

| CERS Business

Select Your Business

Select one of the businesses below to view its facility(s)

Business Name

Peanut Auto Circle

Done Company

Help desk
Gause orgnaization

Select | can create a blank orgnaization

28 & EL] L

Home

Below is a list of the CERS Businesses (not facilities) associated with your CERS Account.

T Headquarters (City, State)

San Diego, CA
Mewcastle, CA
Sacramento
San Jose

Sac

Add a new facility/busineX

Y Facilites T Users T Created On
7 2 11152012
4 1 5/8/2015
1 1| 8262015
0 1| 111272015
0 1 11/17/20%

2) From the Homepage, select the People/Usersicon.

. CERS Business

Start Facility
Submittal

| CERS will help walk you
through the forms and
documents required for your
facility(s).

/ Facilities
Facility Name
Charlie's Auto Care
Training land
m Training land
Build testing
S | Add facility

Start [ Edit Submittal

P=ople facto

Add Facility
f you are new to CERS, or must
add new facility(s). the Add Facility|
pages will ensure you get started
correctly!

Home

Submittals

Facilities Compliance My Business

Contact Your Local
Regulator(s)
Find contact information

People/Users
You can allow/manage other
people in your business who
need to view or edit your
fagility reporting

for your facility's local
regulator(s).

Y Address

2345 Overland Ave, San Diego 92123

35696 Training Ln, Newcastle 95658

1235, Newcastle 95658

852 Build, Newcastle 95658

963 Home, Newcastle 95658

6532, Newcastle 95658

123654 Peg

weastle 956

Add Fadilty... Search... ]
Y LastSubmittal ¥ CERSID T
1272017 10141616
10169999
3115/2018 10170053
10170578
10170593
10170599

10178846
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3) The Peoplesection will display a listing of all staff associated with the selected Organization.
Select the Add Persorbutton to add a new business user.

My Business:
Home » My Business » FPeople

Summary Add Person

People

| Show All People ¥ || 41l Roles

Action Required FirstName T | LastName ¥ | Email T Title Y | Account Status
Notifications m Grigsel Garcia grissel.garcia@sdcounty.ca.gov Charlie Brown W gse'r!a'r\e' stszf%am;
ermissions: Lesd Users

Last sign-in: Apr 25 10.31 AM

Email History i
EZ3 | Cetherine Rohifes catherine rohifes@calepa.ca.gov (@) Username: CRohifez35
Fermissions: Lesd Users
Regulators Last sign-in: May 15 3:03 PAM

Manage Facilities

Archive

| Version 2.24.0004 | Enhancements | CERS Central Diagnosfics | Conditions of Use | Privacy Policy | Contact | Help |

> e L gm—— Wy

4) To add a new user to the Organization, enter and confirm their email address then select Continue

C E R S B us i ness Facilities Compliance . My Business }

Business:
Home » My Business » People » Add Person: Enter Email

Summary Add Person

Peaple

RS Business Peanut Auto Circle (San Diego, CA)

Provide the email address of the person you want to addiin\rit_e to access your CE

Action Required |E"'ﬂ“ |

Confirm Email

Notifications

Email History | |

e

Regulators

T ettt P e

5) Enter First Name Last NamgPhone(optional) and Title.
Then, select Continue

CERS BUSiHESS Compliance My Business

ldenfification Information

First Name Last Mame
Email

email@test.com

FPhone Title

| I
—_— @
L !
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6) Confirm the new user’s first and last name, email, phone, and title.
Then, select Initiate Invite.

CERS Business

¥ People ® Edit Person

Summary
People

—ldentification Information:
Astion Required First Mame Last Name
Notifications |J°h" | Smith |

Email

Email History, |email@test com |
Regulators —Additional Information for Cal EPA (Testing}
Manage Facilities @ This information for John Smith is specific to Cal EPA (Testing)
Archive Phone Title

(916) 555-5555 Il |
(=g, (990) BE9-0000 2123)

—Account Infi ioo
e /) Mo Accol

7) Selectacheckboxnext to one of the permission levels, below the Permission Grougolumn.

Then, select Save & Send Invitation

Setup New Account

You must select a Permission Group when inviting a user.

Warify the information is correct select "Save & Send Invite”, otherwise select "Cancel
Invitation”.

Verify Person's Information

First Name Last Mame Email
test name email@test.com

What permissions would you like to assign to this person®

Permission Group Description

O Approvers Can add, view, edit. and submit facility reports to their facility's
regulator(s).

Editors Can addiedit facility submittals/reports, but cannot submit reports to
their facility's regulaton{s).

Lead Users Can view'add/edit'submit facility reports to regulstors, as well a3 add,
remove, and otherwize manasge their business' user accounts,
facilities, and other data about their CERS business/organization.

Viawars Can view facility submittals/reports (read-only).

=

Save & Sen Cancel Invitation
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8) CERS will send an Accountlnvitation email notification* to the email address specified (in step 4.
The new user will need to check their email angenthe link provided, in orderto createtheir
CER@&seraccount

to me |~

Cathie Calepa,

CERS Automated Messaging - DO NOT REPLY <Dol

[Training] CERS Business Invitation (Action Requested) mnbox x

To create your account, follow the link below:

https://cersapps.calepa.ca.gov/Training/Link/u/512285

CERS Information: hitps://cers calepa ca gov

This is an automated email sent from the CERS System. Please DO NOT REPLY.

n ]
~

9:15 AM (2 minutes ago) LY =

Catherine Rohlfes invited you to create an account in the California Environmental Reporting
System (CERS) system for the Organization Peanut Auto Circle (San Diego, CA) on May 16, 2018.

California Environmental Reporting System
hitp:/icers calepa ca.gov/
Contact: CERS Technical Assistance (cersi

ca.gov)

~~USDXOW2~~

g

W

* |f the email notification is not received within 10 minutesontactCERS Technical Suppatt
CERS@calepa.ca.gov
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9) After opening theAccount Invitation link the new user will need to complete the Create your CERS

Accountweb form, by:

9 Entering an account Username
9 Entering and confirming the Passwordfor the account.
9 Creating a Password ProtectiofPhrase

(Aunigue phrase to be displayed when signing in to GER&r entering your username

to confirmthat you are signing in tgour CERS accouht
9 Inputting the verification characters displayed in the image.

Create your CERS Account

CERS is intended for use solely by indiduals associsted with regulated business facilities or with appropriate regulatory agencies. Under no circumstances
should anyone attempt to use CERS as a way to gain access to information about any facifties with which they are not directly associated. For more information
please contact your local CUPA. If you do not know who your local CUPA is go to http:ficers. calepa.ca gow/Contacts!.

To create your CERS Account, complete these two steps:

= Complete the form below, then select the "Create My Account” button.

= Faollow ALL instructions in the follow up email you will receive.

Once created, you can use your CERS Account usemame/password to sign in to bath the training and production CERS Portals.

—Your CERS U

“four CERS Username uniguely identifies your account when you sign in to CERS. You will be alerted if your proposed usemame is already in use by another
CERS user.
. e from 5 to 18 ch

ors in length.
paces, puncluation or speci;

(—Your Name and Email
First Mamsa Last Name
Cathie Calepa
Emall
cathiecalepai@gmail.com

—Your Password

Confirm Password

To help protect your password, please enter 3 phrase of your choice. This will be displayed when you are prompted for your password. If you don't see your
FRrase. donT pronde yolr password!

Your Fhrase &

—Enter i ion C

hgk&s

| Agree to these Conditions of Use:
TRAINING VERSION WARNING!!

= | understand | am using a training version of CERS. Data entered into the training version of CERS is not permanently retsined or backed up, and CANNOT
be moved into the production version of CERS.

| understand any data in the training version of CERS is publicly available (to facilitate learning opportunities for myself and other CERS users), so | will not
enter sensitive facility data into the training version of CERS.

| agree | will not allow athers to use my CERS Account and understand my Account could be suspended if | allow others to use it. | will protect my password
and never share it with others, and if my account is compromised, | will contact CERS Technical Support:cersi@calepa.ca.gov

immediataly

derstand | am signing,g

of CERS. Data & {nto the ion of CERZ s not permanently retained g backed

§
€

Once all fields have been completed on the web form, select the Create My Accounbutton.

| Agree to these Conditions of Usa:

| agr== | will not sliow others to use rmy CERS Account and understand my Accownt could be suspended if | alow others to use it. | will protect my passwond

and never share it with athers, and if my account is compromisad, | will contact CERS Technical Support:cersi@cslena.ca gov
immediatehy.

| wall onlty upload docurnents 25 required by CERS or my local reguiston(s). Any document | upload will
size, wil be fres from vinuses or other malicious elements, and mest other requiremants specfisd in
| understand | should MOT use ry web browsss's "Back” buston while using CERS--doing 50 may resu

ERS Document Upload Palicy.
duplicate records or other problems.

=5 compact 25 possible, will not excesd 25MB is

| understand that CERS is designed for standard-sized sereens using relstively current web browsing softwane: Internet Explorer 8+ (without Compatibility

Mode), FireFaox 3.6+, cument wersiens of Google Chrome or Safari 5#). | understand my browses must have =
may not work on oider brawsers, and CERS is not designed to be effectively uzed on smaller display devices (2.9, mobile phones, etc).

ript enztled, and that some CERE featurss

(=0
| understand viewing and printing sorme CER'S reports requines relatively cumrent POF viewing software (Adobe Reader 84).
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10) The new user will then receive a confirmatianessage, indicating that theiCERSser account
has been ativated.

The new user can select the Sigrin to CER8utton, below the confirmation message, to return to
the sign in page. Or navigate to CERS Centrdittps://cers.calepa.ca.gov and select the sign in
button from the top of the CERS Central Home page.

™ 2

CERS Business

CERS Account Activated

||

Your account has been activated. You may now sign into CERS and bagin reporting for your facility(s)

Sign-In to CERS

CERS Intemet Site

Version 2.24 0001 | Enhancements | CERS Central
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